eVA - Account Maintenance for Suppliers \?V/ﬁ

PURPOSE OF THIS DOCUMENT

This document explains how to properly maintain your eVA supplier account. This includes
information on profile management, contact management, and how to create an
Information Change Request.

Supplier Information Change Request

Some changes to your company's information will be automatically approved, while other
updates will require you to fill out an Information Change Request that will be routed to eVA
Vendor Support for approval.

» Automatic Approvals: If the change does not require approval from eVA Vendor Support,
your account will be updated automatically.

* Supplier Requests Information Change: In order to request a change to any item listed
below, you will need to submit an Information Change Request by filling in the requested
change information, and entering a reason for the information change. After the change
request is submitted, it will be sent to eVA Vendor Support for approval. You will receive a
notification confirming the change.

o Taxpayer ID Number/TIN Type

o Tax Address (Street, City, State, ZIP Code, Country)

o Organizational Type/Supplemental Organizational Type/LLC Classification
o Tax Exempt

o Name (as shown on W-9)

o Company Name
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ompany Information

Contacts : :
© Fields marked by an asterisk * are mandatory

Dotiments & Certs. @ Expected date format: M/d/yyyy
Addresses

Company Tax Address
P2P Information

Address Label ®

Qualifications

Status Tax Address

Active Supplier

Change Log Address Line 1

Account Type 1111 E Broad St

Self-Registered
Address Line 2
Taxpayer Code

US Based and | have EIN

Zip Code City
Name (as shown on W-9) ® 23219

Richmond

Anna's Creative Furniture
Country State/Province

Supplier UNITED STATES Virginia

Anna's Creative Furniture

Doing Business As/Location Name Contact Information

Anna's Creative and Modular Furniture - USA
First Name Last Name
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Company Change Request Anna's Creative Furniture (UNITED STATES / Virginia / Ri...

Cancel Submit for Approval

i Company Information

™ P2P Information

@ Fic
[r4 Changes Requested

Reason for Change Request

Reason for change request *

Company Tax Address

Address Label @
AccorntTvpe Tax Address

Address Line 1°
Taxpayer Code™ 1111 E Br

us andlh
Address Line 2

Name (as shown on W-9) ®*

Anna's tive Furniture

Supplier*

Supplier Information Update

Updates to the Addresses tab and Qualifications tabs do not require an Information Change
Request.

* Addresses tab: You can make updates to your Order address, Physical address, Payment address,
and Billing address information.
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Company Info Anna's Creative Furniture (UNITED STATES / Virginia / Richmond)

B Save

= Answer Questionnaire ~

i Company Information

Contacts A\ - Change request in progress

Documents & Certs.

Order Physical Billing

Addresses

P2P Information

8 o «RYm &

Qualifications Order Address Same as Tax Address v Physical Address v Billing Add
same as Tax Same as T
Change Log Address Address

Address Label
Tax Address

Address Line 1*
1111 E Broad St

Address Line 2

Zip Code* City*
23219 Richmond

Country* State/Province*

UNITED STATES o~ Virginia

Contact Information
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Company Info Anna's Creative Furniture (UNITED STATES / Virginia / Richmond)  Q Search

Additional Payment

B Save

1 Company Information

3% Contacts

B Documents & Certs.
+ Add New Payment Address
Q  Addresses Payment Address Same as Tax Address
W P2P Information 0 Result(s) E o3
Address Label
) Qualifications Tax‘Address
[Z Change Log Address Line 1*

1111 E Broad St

Address Line 2

Zip Code* City*
23219 Richmond

Country” State/Province*

UNITED STATES o~ Virginia

Contact Information

First Name

* Qualifications tab: You can also make updates to the Additional Information section.

J

Z

9 Company Info Anna's Creative Furniture (UNITED STATES / Virginia / Richmond)

= Answer Questionnaire ~
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Company Information

.

28 Contacts A\ - Change request in progress
Dacuments S Certs. Additional Information Questionnaires
Addresses

Regions Served
O Result(s) £

P2P Information Virginia
Qualifications
Supplier Commodities
Change Log 00500 - ABRASIVES
26544 - Material, Upholstery (Fabric), Furniture and Auto
,420 - FURNITURE: CAFETERIA, CHAPEL, DORMITORY, HOUSEHOLD.

IDDADV I ALINIAT Crunnt

Comment (Supplier)

Notify When Solicitation is Created *

No

® Yes

Email*

refinish@refinishfurniture.com




Supplier File Management

You can view a document, edit a document, or upload new documents. After completing any of these
tasks, you will save your changes, and the changes will be routed for approval. Updates to some
document types will be automatically approved, while updates to other document types will require
approval from eVA Vendor Support.

* Documents & Certs. tab: You can add different types of documents in this section.
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Company Info Anna's Creative Furniture (UNITED STATES / Virginia / Richmond) Q. Search
«
i Company Information
38 Contacts A\ - Change request in progress
8 Documents & Certs. Keywords Status State to date
Q Addresses 12/9/2021 Archived Documents m Reset
W P2P Information
¢  Qualifications Legal Documents
@ Changelog Add Legal Documents
Att. Document Type Document Name Begin Date Expiration Date
S B @ Other 3 tifications / 2 10/18/2022 Anna Coy
1 Result(s)
SWaM Certifications
Document Type Begin Date Expiration Date Certification ID
-
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Company Info Anna's Creative Furniture (UNITED STATES / Virginia / Richmond) Search

= Answer Questionnaire =

i Company Information

& Contacts =
a Small Business

Documents & Certs.

Addresses

Qe

®  P2PInformation
3 Qualifications
z

Change Log
Certifications

Add Certifications

0 Result(s)

Other Documents

0Re




Edit Document Screen: This is the screen you will see when adding/editing a document.

Sourcing  Contracts

Edit document : Legal Documents

Document

Description

Document Type*

Document Name

Document*

Catalogs  Orders

Performance

Comn [ omcom | oo Jl v

Status
Draft

Begin Date*

Expiration Date
¢ Click or Drag to add a file

Link to external document

Document's owner
CQOY Anna

Comments

Validity

Follow up

Notification Date

Date Archived

Request Date

Supplier Contact Management

Suppliers can create additional contacts for their account and invite the new contact to login and

create a password. It is important to note that when a new contact logs in for the first time, they will

be required to accept the MOA.

* New Contact: On the Contacts tab, you can create a new supplier contact by clicking the Create

Contact button. Next, on the supplier Contact Management screen, fill out the required
information then save the information. Once the contact has been created, you can click on the

envelope icon to send an invitation to the new contact explaining how they can activate their user

account.

i
&

D

General Info.  Sourcing

i Company Information
‘a+ Contacts

Documents & Certs. Internal Contacts
Addresses

P2P Information

Qualifications

R & &« © m

Change Log Contact

anna

A - Change request in progress

Contracts  Catalogs  Orders

Login

refinishfurniture.com

Performance  B2B Interfaces

Company Info Anna's Creative Furniture (UNITED STATES / Virginia / Richmond)

* Please maintain the addresses contacts direct in Addresses Tab

Select Existing Contact + Create Contact

Position Role Contact status Bid Notification? ®

[ Active No

Supplierad © ~
min

CEO Tax Address

Contact




Performance

Supplier Contact Management

= T

Login Information
Identity

Title First Name* Last Name "~
Mr. C

Email * Positi Internal Identifier
johnc@xyz.com

List of languages

English

O Include this user for Bid Not

Cell Phone

Email Sent to New Contact: An email is sent to the new supplier contact instructing them to
log in and create a password. The new contact will be required to accept the MOA before
logging in for the first time.
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Company Info Anna's Creative Furniture (UNITED STATES / Virginia / Richmond)

Company Information

Contacts A - Change request in progress

Documents & Certs. Internal Contacts
Addresses * Please maintain the addresses contacts direct in Addresses Tab

P2P Information

Qualificati Select Existing Contact + Create Contact
ualifications

Change Log Contact Position Contact status Bid Notification? ®
o~ Active

Manager [ Active

Supplierad € ~
min

anna@refinishfurnitu n Tax Address
Contact

New Contact Logs In and Creates Password: The new contact logs into the system and creates
a password to activate the account. Now, the new contact can login to the system, and their
account is active.




